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9 This rr'lzadule is one of a series of 100 performéncetbased '

+ teacher eddcatior%;(FBTE) learning packages focusing upon
specific professiofial competencies of vocational teachers The

2 qor:J)etencies uponwhich these module? are based were iden-

. * tified and verified through research as beingmportant to suc-
cessful vocational-teaching at both the secondary and post-

e SRCO levels of instruction The modules are suitable for
the preparation of teachers®in all occupational -areas: .

Each module provides learning experiences that integrate

. theory and application, each culminates with cnterion refer-

- renced assessment of the teacher's parforifignce of the spéc-

ified competency. The matenials are designed for use by indi-

. vidual or groups of teachers in training working under the

direction and with the assistance of teacher educators acting as

resource persons Resource persons should be skilled in the

teacher competency being developed and should be thors

oughly orientéd to PBTE concepts and procedures, in using
these mataidfs. .

The design of the matenals provides considerable flexibility for
. . planning ant conducting performanee-based preservice and
inservice teacher preparation pro_lgr:ams to meet a wide vanety ,

of ndividugl needs and interests The materials arentended for
use by universities and coileges, state departments of educa-
) tion, post-secondary institutions, locat education agencies, and

¢ others responsible for the professional development of voca-
tional teachers. Further information about the use ot'the mod-
ules in teacier education programs is contained in three re-

Ve ’ .
sociate Program Director, Glen E. Fardig, Specialist, Lois Hac-
fington, Program Assistant, and Karen Quinn, Program Assis-
tant. Recognition is also extended to Kristy Roz?. Technical
ant, Joan Jones, Technical Assistant, and¥ean Wisen-
gh, Artist for their contributions:to the finat refinement of
the materials. Contributions made by former program staff to-
ward developmental. versions of these materials arealso ac-
knowledged. Calvin J. Cotrell diracthd the voeghonal teacher
competency research studies upon which these modules are
based and aiso directed the curriculum development effort
from 1971-1972. Cuntis R. Finch provided ‘leadership for the
program from 1972-1974. .

Appreciation Is also extended 1o all those outside The Center
(consultants, field site coordinators, teacher educators,
teachers, and others) whocontributed so generously in various
phases qf the total effort. Early versions of the materials were
developed by The Center in cooperation with the vocational
teacher education facylties:dt Oregon State Unwersity and at -
the University of Missour-Columbia. Preliminary testing of the
malerials was conducted at Oregon State University, Temple
University, and University of Missoufi-Columbia.

Following preliminary testing, major revision of all matenals
was performed by Center'Staif with the assistance of numerous
consultants and visting scholars from throughout the country.

Advanced testing of the matgrials was carried out with assis-
tance of the vocational teacher educators and students of Cen-

lated documents. Student Guide to Using Performance-Based _ t[al Washington State College, Colorado State Uniyersity, Ferns

Teacher Education Materials, Resource Person Guide to .

. Using Performance-Based Téacher Educatlon Materials and
Guide to Implementation of Performance-Based Teacher
Education. ]

The PBTE currniculum pa'ck@ es are products of a sustained
research and development effort by The Center's Program for
Protessional Development for Vocational Education. Many in-

N

dviduals, institutions, and agencies participated with The Cen- .

ter and have made contrnibutions to the systematic deveiop-
ment, testing, revision, and refinement of these very significant
training materials Over 40 teacher educators provided inputin
development of injial versions of the modules, over 2,000
teachers and 300 resource persons in 20 universites, colleges.g
. and post-secondary institutions used the matefials and pro-
. vided feedback to The Center for revision and refinement.

. " development, coordination of testing, revision, and refinement
. of these materials 1s extended to the followwig program staff-

' - Lo N

N -

. Special recognition far major individual roles :n the direction, »

b \{ames'B. Hamilton, Program Dlre'ttor, RoberfE Norton, As- -

State College, Michigan, Fibrida State University, Holland Col-
lege, P$‘I.. Canada, Qklahoma State University, Rutgers Uni-
versity, State University College at Buffalo, Temple University,
University of Arizona; University of Mighigan-Flint; University of
Minnesota-Twin Cities; University of Nebraska-Lincoln; Univer-
sitx_gf Northern Colorado, University of Piftsburgh, University

of Tennessee, Unlver§|ty of Vermont, and Utah State Unwversity. -

The Center I1s grateful to the Natnonal?nstltute of Education for
sponsorship of this PBTE curriculum development effort from
1972 through its completion. Appreciation is extended to the,
Bureau of Occupational and Adult Education of the U.8. Qffice
of Education for their sponsorship of training and advanced
testing of the materials at 10 sites under provjsions of EPDA
Rart F, Section 553. Recognition of funding support of the

-advanced testing effort 1s also extended to Ferris State College,

Holland €ollege, Temple University, and the University of
Mithigan-Flint. : .
' Robert E. Taylor . .
Executive Director Lt
The Center for Vocational Education
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The, Cenl er for Vocational Education's mission 1s to
‘ increase the abiMty of diverse agencies. institutions, and
orgamzations to solve educational prablems relating to
. individual icareer planning, preparation, and progression
The Cemelf fulfilis ite mission by*
 Generating knowledge through research
. DeveJoping educational programs agd products.
o Evaluatingindividual program needs and outcomes
«  einstalfing educational pograms and products
o Operating information systems and services
e Conducting leadership development and training
. progrdms
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AMERICAN ASSOCIATION
: FOR VOCATIONAL
INSTRUCTIONAL MATERIALS
Engineering Center  \.. —

Unwversity of Georgia
Athens, Georgna\:m602
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The American Association for Vochtional Instructional -
Matenials (AAVIM) 15 an interstate organization of Univers
sities, colleges and divisions of vocational education de-
voted to the improvement of teaching thgough better in-

. formatidn and teaching aids .
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- - "lNTRODUCTfé)N

« As a'vocational teacher, you are probably al-

" ready aware of the valuable contributions that an
occupational advisory committee can make to the
school and community, and especially the assis-
. tance the committee can provide to you. Most vo-.

_~ ‘cational teachers, whether at the secqndary or

post-secondary level, will be expected to work with
an occupational advisory committee for, their in-

*structional program area. Simply orgamizing the
occupational advisory committee does not ensure
that the committee will be viable and effective. The
advisory comrhittee will need assistance If it is to
continue as a functional committee. The teacher
-has a major responsibility to help maintain the
smooth’ and effective operation of the occupa-
tlonal advisory commlttee

cation or board of trustees may also need to learn
how to utilize the expemse of the advisory commit-
tee, and to recogmze the potential value'of the
commlttee

Onc?e an advusory committee is fully functional,
the teacher's role will become that of a facilitator,”
or “helper.” The teacher will still need to provide
guidance to the advisory committee, out the adwi:
sory committee should be expected to assume
responsibility for its own Ieadershlp o

s

A fungtional advlsory commlttee needs wrltteﬁ
rules of operation to help, ensure jts continuing
existence and effectiveness. The committee will be
able to identify what it hopes to accomplish, and
then set out to reach its goals. This moddle 1Is,

. designed to assist you in developing the
‘petencies needed to help an occupational advi- °
sorf'y committee mature to the Tevel at whlcn it can
maintain itself . .

A newly organized or reorganized adwvisory -
committge will need help if it is to mature The
teacher will need to témporarily assume deader-

ship for the committee.-€ommittee members will *

need tolearntheirroles apa the role of theecommit- N
- tee. The school administrators and board of édu- ‘ . .-

L . ’ e \ ’ ’ ' ai .
EMC . 3 ’
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Oblectives ‘ ' .

]‘ormlnol bb]pcﬂvo. While working.n an actual schoot™
‘sftuatlon. maintain an obcupationalgﬁvtiory committee.

Your performance will Be assessed by your resolrce,
-person, using the Teacher Performance Assessment™
Form. PP, 39—40 (Learning Experience IV). -

Enabling Ob}sctives.

1. After completing thie required reading, demonstrate
knowledge of the procedures for maintaining a newly
organized or reorganized occupational advisory
commattee (Learn/ng Experience’l).

Atter completmg the required readlng demonstrate,
knbwledge of the procedures for maintaining an
‘existing occupational advisory committee (Learmng
Expérience ).

Gien'a case study describing how a hypothetical
teacher maintained an occupational advisory com-
mittee, cntique the performance of that .teacher
(Learn/ng Exper/ence 1)

.Prerequisites .

To.complete this module, you must have competency in ’
orfanizing an occupational advisory committee. If you

.

~do not already have this competency, meet with your

resource person+o ietermme what method you will use

to gain this skill. One option is to complete the informa-
tion and practice agtivities in the following module.

e Qrganize an*Octupational Agvisory Committee,
Module A—4m s Y. ,

+ .

réseurce person (1) to determine the aVallabmty and the «
locadion of these resources. (2) to locate additlonal ref- ,
erénces in your occupational specialty, and (3) to get
assistance in Setting up activitié§"'with peers or observa-
tions of skilled teachers, if ngcessary. Your resourde
person may also be contacted if you have any difficuity
wjth directions, or’ In assessing your progress at any
tinve. ’

¢
. P

-

Learning f;'xpefience | ‘
, Optional ‘ ’

Refdrence: American Vocat)énal Assocnatnon »The
Advisory: Committee and Vocational Educat/on
Washington, DC: AVA, 1869.
* . Reference: Riendeau, Albert J. Advisory Commit-
. tees for Occupationdl Education. A Guide to Or-
ganization and Operation. New York, NY. McGraw-
Hill Book ngpany. 1977. .
A vocational.teacher, schoot administrator, or advi-
sory comnittee chairperson knowledgeable about
procedures for maintaiging a hewly organized.or
reorgamzed occupational advisory commitieé with °
.whom you can consult 3
Anew organized or reorganized occupational advi-
sory commlttee whose lmt)al meetlngs you can a-
tend.
I

Learning Experience |l : LT
Optional

-

]

A vocatiohal teacher, school administra tor,or advi-*

soty corminittee chairperson knowledgeable about
procedures for maintaining an existing occupa-
tional advisory committee with whom you can con- .
sult. 1

An existihg occupational 5‘dwsory éommmee
whose annual, regular or specnalJzQietlngs youcan
attend. N

Arésource person arld/orpeers with whom you can
discuss the'readings.

Learning Experience Ill ) .
No. outsnde resources

RequfFed * .
An actual school s;tuat/on in which, as part of your
teaching duties, you can maintain an occupational
advisorly committee
A resource person to assess your competency- in
maintaining an occupational advisory cgm’?mlttee.
3 ! N\ )

. 5 >
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This module cavers performance elemenﬁwmbersQS—29 from Calvm J°
Cotrell et al.. Model Curricula for Vocational and Technical Teachgr
Education. Report No V (Cotumpus, OH The Center for vocational
Education, The Ohio State University, 1972) The 384 elements in this
docyment form the research-base for ali The Centers PBTE module *
development . o

0 ‘.

For information abo(t the general organization of éach module:general °

procedures for theit use, and ferminology which 1s common to alf 100
modules, see About Using The Center's PBTE Modules o'?‘\ the inside
back cover , By

\
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,_ Learmng Experlence<l |
B c ; o st ov,envnew

/ Optional

Enablihg ©
Objective

D
"

\ Activity

ﬂ/
7/’

P
ptional .

Opiivnal

NE l

Yt
\ r
I

’ onganlzed or reorganlzed occupatlonal advisory committge. r<

After completlng thé requnred readmg. dempnstrate knowledge of the .
procedures for malntalmng a newly orgémzed or reargamzed occupa- ’
tlonal advusory committee. * .

' ’
»
- o 2 - »

- . " ‘ h ) A
. You.will be readmg the information sheet, M.amtalmng a Newk' Orgamzed
er Reorganized Occupational Advusory Commlttee pp 6-13

. 1N - P
’
.

P . . ¥

. 4
. . . ” r i ° ‘

You may wish to read the supplementary references, The Adwsory Com-

-mittee angd Vocational Education, pp. 32-46; and/or Riendeau, Adwsory

Commlttees for Occupatlonal Educat:on A Gu:de to Organlzatwn and -

Operation, . , oo
. . . . . ¢ [ L

-
.

» ¢ .« -
) °
. . \

-

Yo ay wish to discuss the procedqures for malntammg an occupational

ory committee with a vocational teacher, a school admmlstrator
andlor the chairperson of an advusory commlttee

. - 0 . " LY .

\ S . . . -
i T : ’
. .
ba . . LY

You may msh to attend one or moxe of the initial meetlngs of a newly

e - b1
£ : - * '

1\\ » i b4 ) ,‘ L. ® N . .
You wilkbe gemonstratmg knowledge of the procedu res tor marntalmng a.
newly organized or reorganized occupational advusory committee by com-
pletlng the Self-Check Ep 14~16. ( .

. . . . .
Lroe . &
,
» » 1

You.wrll be evaluatmg your competency by comparing your compieted o

Self-Check with thé Model Answers pp. 17-18, ., .
. s © LN
e , ’S " - \ " - ® ot
- 7 é‘ AR " : ) .
. S - ., )
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\
»* .
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" For mformatlon on planning and conductlnb the first meetlngs developing.
rules of operathn and preparlng an annual program of work for a fewly> -

organized_or reorganiz

lowing mf_ormatton sheet:

-
« ¥ .

ladmso&y_commlttee read the fol-

“

L
-

MAINTA[NIN
REQRGANIZ
-COMMITTEE

Once the pro%%or:%uo/rorgamzmg an occupa-

tional advisory c ittee have been_ completed

and the committee members appoinfed by the

board of education or bodrd of trustees, steps

must be taken to ensure that the advisory commit-

tee will hegin to operate and continue to operate

effectively. The teacher has acritical role to play in

assisting the new advisory committee members as
. they begin to furiction as a committee. The teacher

, i¢ the facilitator, the persan who stippligs the lead-

ershrp to guide the committee through its initial

stages of op- ‘

eration. THe °

quality of this

initial lead-

ership is cnit-

ical; it will -

determine

whether the

advisory.

tommittee |

witk function

as an effec-

-tive an§ con-

tinuing

comnittee.

-

First. -
Meeting

The first meeting of a fiewly organized or reor-
ganized occupational advisory committee is per-
haps the most fmpostant. This meeting establishes
a climate for the successful operation of the advi-
sory committee. During this meeting, the commit-
-+ ¢ tge-members will form initial attitudes about the

potential effectiveness of the advisory committee,

and feelings concerning their role as commlttee
¢ members v .

The teacher should assume the leadership role
forplanning and conguctmg the first meeting. The

A NEWLY ORGANIZED OR .
OCCUPATIONAL ADVISORY -

4

meeting must be well planned and conducted in a
businesslike manner. Procedures found to be
“most often associated with the f;yfma‘tiog of effec-

“serve as a guide
g

tive advisory committees sh
to the teacher. ..

The agenda for the first m:eting should be care-
fully planned by the teacher and reviewed with the
school administration. The meeting should be
scheduiled to last not more than orie an one: -half
hours.,The starting and ending times“should be
closely observed by thé teacher: .

The objectives of the first meeting feed to be
identified, and an agenda prepared that will ac-
complish the objectives. Usually, the first meeting
is designed to— ¢ -

e provide an opportunify for the members and

any ex officio members to Become‘acquainted

+  with each other .
. demonstrate that the school administration
recognlzesthe importance of the committee,
and is committed to support the committee

e establish a procedure for the committee
members to develop rules and regulations
‘Which will serve as. a guide for continuing
operation of the committee
review the history of the occupational educa-
‘tion.program angl its‘present rotedn the school
system
assist'the committee members with identify-
ing the need\for an annual program of work
for tpe committee
e establish a time, place, and date for the next
meeting to be held at the earllest approprrate
* date ~ s .

Sample 1is an example of.a basic a{nda for such
a meeting. . .




ADVISORY COMMITTEE MEETING | °

‘e TENTATIVE AGENDA.

N

uction of those present

Y
)

[
3

3
.
4

Rrks (sc'hoo‘l administrator and/or board presidént)

; \"_Aﬁ‘: K 'portance of the wdrk of-the committee
- W . . -
: IV.""Presentgtion (teachey)

3
V.

j 'y develo
‘.. e appointn

AR

.

1)
rules and

regulations

Achool’s occupational program

o
.

£
the_committee’s working rules and regulations

Pe’s program of work'for the year

e suggested jor tasks

x

s .
Afferthe-agenda-has-been-tentatively-outlined—- ~guest. A-copy —

the teacher wil| need to prepeare for the meeting -
The time, place, and date for the meeting must be
détermined. Fromthe topics identified ip the tenta-
tive agenda, the teacher will be able to determine

. the-guests.o be irvited. Each person to be invited

should be contacted by the teacher to asce(tain
which ©f two possible dates selected by ‘the
teacher, would be most appropriate for scheduling
the first meeting. The teacher should be sure the
facilities in which the meeting is to be held are

available for the dates selected R

The teacher's classroom or & room near the,
laboratory are recommended locations for the ad-
visory committee megtings. Meeting inth eése loca-
tions will help members of the advisory“commnttﬁf
feel more involved with the occupational prograns,
andill help them see the school resources avail-
abldgrligr delivéry of the program.

". Once the'time, place, and date for the first meet-

ing are determined, the teacher should send invita-
tions to each member, ex officio member, and

of.the tenta-
tive agenda

-should be In-

cluded with

the notice. A
notice of the
forthcoming
meeting may

be prepared
and submit-

ted to the
schqol ad-
ministrator-

for approval /
for release to
the news media.

>

Arrangements need to be made~through the
schooladministrationto.confirm the scheduling of
the facilities for the meeting, and to alert the
school custodial staff. A large tdble with comforta-
ble chairs around it is appropriate for an‘adVIsory
committee meeting. A place should be identified

’




for each person who will attend the meeting by"
placing a name card on the table in front of each
cha|r The name cards will allow each partrcrpant

An important part of the first m‘}eﬂtg and sube
sequent meetings may be the informal discussion$
which occur durlng the refreshment period after

asily-identify’ those they do notknow tnmaddi-—=
.- tion, each member arfd ex officio member should

£ be given the following items. °

~ e apad of papér and pencil

e a gopy of the meetrng\agencfa <

o a list of advisory’committee rhembers and ex
officiosmembers’with their addresses and tel-
ephone numbers ‘ .

e ace py of the advisory commrttee -charter
.and Qrganizational procedures as prevuously
approved by the board & education or board
of trustees

¢ anew file-folder with a label attacég;ﬂ:ontam-
ing the name of theindiwvidual, thé name of the
occupatuqnal advisory com mlttee,. and the’

- name of the school

e ash trays if smoking is permitted CY

y !

~

The teacher should arrive early and greet each

new member on arrival, introducing each person

* to the others present. Whenev ossible, the

teacher shouid comment onmeflla/cz of busingss

of the meniber,-or give other information which *
wouid explaln why this person was invited.

The teacher should arrange to have space set
aside in a file drawer® for use by the advrswy com- ,
mittee.’ Rec- ' ~ X
ords«(min- .
utds).of the
committee

* meetings,
extra copies
of materials,

the formal'meeting is adjourned. Thus, itis impor- -
tant that the meeting start and stop on time, to

R ~—leave time for this mformal discussion in whlch

committee members, who' must work as a. team
can become acquainted. r

The:* teacher- should serve as the ter‘hpérary .

~ chairperson for the first meeting. The committee

members need to become better acquainted and
make plans fo develop a  set of rules of operation
before the permanent charrper on is elected from
the membership. Also, aAeﬁ'acs)rary secretary will

' need to be appornted to serve during the first two

[/neetingd. It is appropriate to ask a committee
‘member to serve-as temporary secretary; often a
member is asked to perform this task before the
first meeting. The chairperson should sumarize
the results df the meeting and the plans for future
meetings. .

Second Meefing ,
A well-planned, professionally conducted first

meeting will sef'the stage for a praductive second

meeting. The firgt méeting should have concluded

- with plang for a set of rules for the operation of the .

committee, and for'an annual program of work for .
the committee. The second meeting provides the
teacher with the opportunity to begin transferring
leadership to the committee members. This is the

.meeting during which the commlttee starts to be-

come operational.

The teachetr must atgaJn prepare for the second

meeting in much the samemanner as for the first.
Thlc hmn th fnonhar chn meeat+ h the ad hoc

and corre-

spondénce

can be

stored in the ' -

file. A folder
~should be,

* 7 placed inthe
frle for.each
commrttee
member, because indivifiual members may wrsh to
- leave their materials at the school.

Arrangements for refreshments should be cofy
sidered. Generally, the school provides refrestf‘?
ments for at least the first meeting. However, the
members of the advisory committee might desire
to rotate the responsibility for providing refresh-
ments @mong themselves, or might even appoint .
an ad hoc subcommittee for this purpose. The
‘teacher once more should assist the adwvisory
committee, if necessary, by providing access tothe
school’s coffeepot, silverware, and the Irke

’

TIOT anvulv 1 ncctWIl

commrgee (a committee appointed for a particular
purposE€ or circumstance) appointed to develop-a-
set of rules for committee gperat®h. The teacher
should be prepared to suggest an area of concern
for the gommuttee tp begin studyrng

. UsUaIIy. the-ad .hoc committeé will have devel-
oped a proposed set of rules to be considered.at
the second meeting. A copy of the proposed rutes |
should be included when the notice of the meetlng
and agenda are mailed to members. This will aliow
the committee members to do their “homework”
before coming to the meeting. Sample 2 is an ex-
ample of rules for the operation of an advisory
committee.
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school admlnlstratlon for review and approval
~by the board of education. BN

Appoint 8N 44 NOo onn ltee tD prepare 3
" slate of candidates for any positions identified
in the rules for committee operation.
* o 'Begin developing the first annual program of
+ work for the committee by appointing an ad |
hoc committee. -

Identify one atea of concern whlch the com-

mittee mempers will accept as theirinitial task
(e.g., the selection of training stations for the
cooperative program, or the need for addi-
tional space or equipment for the vocational
program). . .

"Seta ti:} place, and date for the next meet-

ing; the ngxt meeting should probably be Held
The objectwes for the second meetm@\r’\eed to in aboyta month.
be reflected |n the proposed agenda. The ﬁollow- : Provide a second opport,unlty far the mem-
ing_items are usually hppropriate: *. - . bers to become better acqualnted
o Reviewthe accomplishments of the first meet- .
ing. ot .
° Adopt a set of rules for thé operation of the ;
committee ‘yhlch will be forwarded to the

SAMPLE 2

' . ’ . "'_. .

., RULES AND REGULATIONS
vocnioum,. ADVISORY commme

l.i:,Officere »

3

—, ..The officers will consist of a chairperson vuce—chairperson{d récording secretary. Thesef
i ofﬂoers wiil be eiected annually atthefirst regular meeting of the commiitee, and will s,erve for

o~

he executive committee i

b }other subcommittees may be established and disch:a?ed by a majority voteo'f theadVisory
committee members.» . K

. ] Subcommittees may be continuous‘or ad hocin nature depeadi\g upon needs. ¢
’ 2. Each subcommittee may elect its own chairperson and secretarywhen these’ msitions
>3 -are not specified by the advisory committee or chairperson. ~ -
s ,3 *The activity of the subcommittee will be specified by the advisory committee .,
4 Subcommittee size will be determined by its function. Membersiﬁ"‘ may include per-
sons noton the advisory committee, such as students, citizens, and schooi employees.
o ‘At,least one member of the subcommittee will also be'a member of the. advisory
"% ~committee. - - .
"5 Subcommittees wiII report, regulariy to the a(dvisory committee.

.

.

~
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Tiieddvjsory committee wilipian and operate under an annual program of work. Topics,
als, ‘and activities will be included in the plan: .

;pr ramofwo fort ensu 7,gyearwill be discussed atthe-first regular meeting of the

\viso;y comittee each year. -

roposals by members and: others will be consldered by the executive committee The.,

“axecutive’ committee will formulate the annual program of work to be presented to the

xadvlsory commlttee at the first regular meeting

2 Meetings e ' e :
“¥ A The annual program of work will indlcate the regufar meetings ‘to'be held each year.
B Atleasf - meetings will be held each year. . ‘. .
7y G Specjal m@tings thay be called or regular meetlngs cancelled by action of theexecuti.,ve
7 . committee. ~ % '] e
.- The exécutive committee (and/or chairperson) ln consu’ltatlon with the teacher will be
.reSponsible for planning the agenda of individual meetings "
3 Each meeting will begin ‘at fhe announced time and will continue for no more than two
© hours., -
, Parliament;ry procedure will be used when a dedision of the adwsory committee i§ to be
recordeq or trahsmitted. Otherwise, discussion leading toward consensus ofthd members .
will be the, prevailing procedure used.at’meetmgs .
A ‘quotum will consist ofa majority of the officrally appointed members of the advisory
. committee. -~ _ _

Responsibllitles of Members
A.- Eachmember is expected to attend m tings regular}y participatguhe advrsory commlt-
- tee dlscussions. ahd serve on subcommittees when requested
. Each membér is'expected to carefully study any problems which come before the advisory
committee before reaching a final decision.

. Each member is expected to reach & persona) decision after considerlng the views of
otherTitizens and/or organizations, ~ - -

. Each member s expected to respect the rights of iellow committee members by not
-reporting or discyssing apinians of individual members. The opinions and conclusions of
the advisory committee as a whole may be dlsc,ussed within the palicies approved by the
board of education. - - Ao 0 . .
vi.” Loss of Membership . . P Tdk N, - ‘
. -~Any. member who is absent from three consecutive regularly scheduled meetings without
good reason will be considered*to have resigned from the advisory committee, and the
,hdvisory'committee will notify the board of education (trusteesy,in. writing.

~V4i _Use of Consultarits - . )
Tafadvisory committée may utilize consultanfsfrom withln and outsldethe school system to &

w e

obtain additional knowledge anQassistandeé’s needed.

.

. Vill ‘Amendme o Lyt y ?é
“% WThese tutes$ of operation may be amended bya two-thlrds vote of the appﬂtted members of
e - the advigory comm‘lttee ‘and subsehuent approval by the board of educatioh

- . . ¥

s




- Third Meeting ) /
By the third,meeting of the advisory committee.”

the transfer of leadership from the teacher to the
~ committee should be complete. The committee
should ,elect its officers, as specified in the ap-
proved rules of operation. After the meeting, the
teachers_role ‘shifts from chaurperson to consur-
tant. How-

ever, the

_ teacher will

continue to

serve @s a

facilitator,a -

key personin

maintaining

the smooth

functioning

of the com-

mittee.

The third.
meeting avill,
generally
focus dpon
developing a lohg-range annual program of work
(see Sqmple 3), and the committee will-begin to
. work on the initial task identifidd at the previous
-meeting. - .

The teacher will also need to provide Ieadershrp
ii developing the first annual ‘program of work
Once the gommittee becores operational, the’
executive group will generally propose an annual -
" program of work to the committee at3hefirst meet-
ing of@ach year. . . ‘ .

The teacher will need to work with the ad hoc
committee appoifited todevelop the first program
of work. The ad hoc committee will need special ,
assustance durmg this initial effort.

"During.the first year of opération, the members
of the advisory committee wiff need to develop an
adequate level of awareness, and understanding
regarding the schoo! system and the role of the

-

» The adésory commrttee members must ?
and .understand the goals and objectives.of the
instructional program The tommuttee wjll need to
know wHat is being done and how well these goals
and.objectnves are being met The committee- will
then be ™ a position to rgview the existing sntua-
tion and-‘identify areas which deserve more in-
depth study. The committee may be able to rank
the areas of concern in order of importance as a.
guide for th@use of their time

Once the areas of concern have been |dermf|ed
the committee. will be in-a position to plan ways_.
and means for approaching the rﬁoblems Gener-
ally the committee will be seeking answers to the
foltowing types of questions. ’ ‘-

Where are 'we now? What is the situation?
Where should 'we be? What should be our
goals and objectives for this parf gt the in-
structional program? * ¢ -
What lnformatuon do we need about the pres-
" entsituation? What u’ﬁormatlondobeneed to
prolect the future’? . b
.« Whatcan be accomphshed within the limits of
" existing resources? -
¢ What cart be done under the- present school
policies? - a
. e What should we recommend to the teacher, to
.the administrator, and-to the board of educa-
tion (trustees)? - >
e How much-'of the supporfihg mformatnon ‘

, - 9athered i1s'to b transrhitted to, the board?

.The first year's program of work should gnsuré
the development of a sound base of knowledge

.among the committee members One or more

specitic concerns should‘be identified for, commit-

.dee action. The concerns selected for attention

should provide an opportunity for’ accomplish-.
ment during the first year. If the committee re-

- ceives positive feedback and carl see that it has

a¢comphshed samething, it will be much easier to

.occupational program The injtiskprogram of work " mamtam enthusmsm among thé members

may be designed tq provide the advisory commit-
tee with a.base for |dent|fy|ng both a process, ,
whrch can be followegd each year, and the appro-
prlate areas of concern to be given attentron dur-
mg this and subsequentqpars
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Special problem areas may be identified early in

the ie of the committee. Attention may be focused .

upon studying thes# areas of concern as soon as
the committee is organized. However, the commit-
tee must develop an understanding 04 the goals of
the occupatlonal program and the delivery system

of the total.program, if intelligent decisions are ;o

result

SAMPLE 3 : . : .
Ve '
. [
PROGRAM OF WORK 3
: = ~ . -
; o FIRST YEAR PROGRAM ﬁF WORK e ; A
L . Objectives B Actlvltles ' *  Date
v A. Thé committee will be 1. Develop riles for ! . Sept-Oct..
come Qrganized to function operating the committee.
on a continuing basis. .
" ' 2 Elect officers. ¢ Sept.~Oct.
B. The members of the committee Identtfy the exist- Sept.-Nov.
will become familiar with ing goals of thé projram. * - ’ .
the instructional program. 2 Review the parts of Sept-Dsc.
L.t R the program: , '
N Vo a. classroom/lab .
. __linstruction ) A
b. work experience
. c.’ studenf vocational organization !
d. adult education
\ e. teacher professional
. development ™
- 3. Evaluate the outcomeswof Dec-Jan.
S < the program in relation to the geals. ‘
& The committee will assist’ 1ﬁ)etermme Jong-range " ‘Nov.-Dec. .
" TNNith the development of * " employment trends.
" .\ *short-and long-range goals 2. Identify anticipated Nov.-Dec.
' for the program technological changes. ' % .
3. Prepare a statementof - . - - Rdan.
-~ ~ . goals for the program for  * * g
. 2 the next fwe years, - - .
D The commmee wm |dent|fy . ldentify p ential probj AR Feb.-Nov.
areas of concern . reas by:cbmparing rana% 4 NG
. goals with outcomes of the* . Cow
. "present.programs. . -
. 2. identify existing problqm
. < " areas with the assistance of
. . the teacher. : C -
A 3. Sélect one or more areas - - Nov.-June
‘ ‘ of cdncern, examine the problgms,
- and make recommendations to the
' s board of education (trustees).
. , R

*The role® of the advisory committee can be
viewed as a cyclic review and evaluation process
as illustrated in Figure 1. This process applies to
the program in its totality, as well as to each prob-
lem area selected for study. The advisory commit-

‘tee will become a continuing committee, con-

12

stantly evaluating and reevaluating both the pro-

".gram and the decisigns made by the committee.

-

v

13
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‘ Advisory Committee -
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Recommendgtions to tos SR ﬁﬁ Reviews - °
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v A
«|  Identifies Areas ” B .
of Concern . : K ¢
7 . .
» . .
o -~ ’ \.
Compares Qutcomes
with Goals
. \ . o
~ 1
\ . -
‘- £ o ol - N A b . ° o )
. For furthér information on procedures for maintaining an occupational : /
Optional advisory corhmittee, you may read The Advisory Committee and Vocational )
Activity * Education. pp 32-46,and/or Riendeau, Advisory Committees for Occupa-
. \ tional Education. A Guide ta Organization and Operation
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You may wish to arrange through your resource person to meet with a
teacher, a school administrator, or an advisory commh{:e chairperson
expgrienced in maintaining a newly organized occupaYonal advisory
committee to discuss procedures hé or she uses and problems encoun-
tered. In this discussion, you could ask,to see copies of agendas and
annual programs of work, anhd discuss the areas,of concern past commit- .
tees have identified.. ‘ .

[}

P
»

&

You may wish to attend one or more of the initial meetings of a newly

* organized or reorganized occupational advisoty committee. Pay particular

attention to the teacher's leadership role, and (if you attend thg first three
meetings) the way {n which he/she transfers responsibility to the commit-
tee. ' ' -

~

.

" The following items chesk your comprehension o'f the material in the

infermation sheet, Maintaining a Newly Organized or Reorganized Occu-

- pational Advisory Committee, pp 6-13. Each of the four items requires a

short essay-type response or the development of an agerida. Piease rg-
spond fully, but briefly, and make sure you respond to all parts of each item.

SELF-CHECK

1. You &re in a good.mood today. The board of education hag authorized your occupational advisory
committee, and has approved the statement of organiz§tional procedures. But look out, here comes
Bjorn Synic, one of your teaching colleagues. Mr. Synic immediately starts telling you that you are
foolish to have asked for an advisory committee. “Advisory committees mean more workfor you,"
according to your colleague. This person continues by telling you that you will never have enough
time to keep the advisory committee.going. How can you ever find time to plan the agendas for each
meeting, conduct the meetings, and more important, find things to do that will keep the committeﬂ
busy. Your "friend".concludes this monologue by predicting that you will be lucky if you can find time
to hold more than one advisory committee meeting during the year. -

Of course, youdo notattempt to changet:%o ini your colleague at that point in time. Hoﬂveyer, ‘
if you could get this person’s attention, what would ybu say regarding— ;

a. the leadership role of the teacher in w%rking with a\n occupational advisory committee?




*

~

b. procedures you intend 'to follow in order to help the new occupatlona| advusory commuttee
become relatively self-sufficient, thus lightening your leadership role” ,

-

2. The day has finally arrived. Tonight the first meeting of the new occupational advisory committee will
be held: Outline the agenda you have prepared for their first meeting.

. i

Aruitoxt provided by Eic:




3. Thghrstmeet(ng was a success, and the members 4f thé adwsory committee have decuded to meet
again lh«two weeks. Outline an agenda for this sécorid meeting.

’
‘
v

4. Generally, things are .going well with the advisory committee, though there is some disagreement
among the members as to what the annual program of work should be. The third committee meeting
. is scheduled to take place in three weeks. Outline an agenda for this third meeting.

- . . . »

g . » . N ‘ 4 b
AY \\ % )
~ N .

Aruitoxt provided by Eic:
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Compare your written responses on the Self-Check wuth the Model An-
swers given below. Your responses need not exactly duplicate the model
responses; however, you should have covered the major pomts

+

MODEL ANSWERS
*1. a. Yes, the teacher will be busy during the ini-
tial phases of the establishment of an occu-
pa¥ional advisory committee. But, once the
dvisory committee becomes operational,
the teacher’s level of involvement will be re-
duced.

The teacher will need to asgume the major

mittee.. The committee members will be
looking to the school for initial leadership.

ship responsubllltres to the members of the

committee on a systematic basis as the

committee matures. The teechers role shifts

to that of a facilitator (a helper,’ consultant,

, advigor, and com&unications link between

. the committee agd the school) as the advi-

sory committee mentbers assume more re-/
esponslbllrty for thelr leadership.

b. You would probably describe™the steps you
will take during the first three meetings to
help the commrttee members assume lead-

' . ership’ responslbrlrtres for the continuirg
operation of the advisory committee.
The.teacher assumes leadership for plan-

._ning and conducting the first meeting; the
* committee members are not prepared to do
this. One regult of the first meeting will be
the appointment of an ad hoc committee to

The teacher will transfer the major leader-

-

leadership role for a newly appointed com- |

develop ase \of rules for the operation of the

advisory committee. Once the rules of oper-
< " ation are.adopted, the committee will be
ableto elect officers and willhave guidelines
to ensure continuing operation of the com-
mittee. ,
At the second meeting, the teacher will
again be responsible for planning and chair-
ing the*meeting. The rules of operation’ wull

- be approved by the members. An ad hoc )

committee will be appointed to prepare a

..~ 1-dlate of candidates for the officers of the
commitfee. Another ad hoc committee will
be appoihted to bégm developing an annual
program of work.

The thivd meeting is probably the last meet-
. ing the teachet will plan and chair. At this

i

N -
meeting, the members -of the.committee
should elect their officers and adopt their
annual program, of work. Now, there are
officers—members of the committee—whe
will assume the responsibility for the leader-
ship of the committee. And, the committee
has a
guideYor the committee officers as they plan
future meetings of the advisory committee.

2. Agenda for the First Meefing
e Introductions
(The teacher, assumes this responsibility as
the temporary chairperson This is a good
time to distribute copies of the agenda, char-
ter, statément of organizational procedures,
etc.)

e Appointment of a temporary secretary

e Remarks from the president of the board of
education (trustees) or school ad ministrator
(The president can give the board charge to
the committee and briefly explain the “Char-

- ter” and statement of organlzatlonal proce-

dures.)

e Remarks fromthe superlntendent of schools
principal, or dean
-(This person can tell the advisory committee
members how they may help the school.)

e Explanation of the adwsory comyhittee con-
cept
(The teacher can briefly descrrbe the role of
an occupatlonal advisory committee, and give
examples of what other such committees

~

_ havé done.)”
e Stepsto betakenin establishing an operating
structure e -

& (The teacher can explain the need for a set of
rules of operation, and appoint an ad hoc
committee to develop a proposed set of rules
to be considered.at the next meeting. Sdmple
rules can be distributed.) . /

e Planning the'next meeting
{The teacher should be sure the committee
,members set a date, time, and place for the
next meeting. The teacher can- remmd the
members that the rules for\operatron will be

ogram of work wh'Lch will serve as a.




- 3. Agenda for the Second Meeting 4. Agenda for the Third Meeting

[}

on the agenda, and that the committee will |
need to begin developing an annual program
-of work.) - .

e Adjournment and refreshments .

e Adjournment and refreshments ,
(The teacher should make arrangements to
meet with the ad Hoc committees before the <,
members leave the meeting.)

. o Call to order . .
(The teacher is still the.aating chairperson)
¢ Roll call
(By the témporary secretary ),
¢ Reading of the minutes of the first meeting

o Call to order Y
(The teacher will serve as chalrperson proba-
bly for the last time.)

e Roll call”

(By the temporary secretary)

e Reading of the minutes from the previous

»

" e Report of the ad hoc committee' for develop-

ing rules of operation *

(The teacher should ensure adequate discus-
sion occurs so that all members understand
the proposal. A formal vote should be taken to
accept the proposed rules, or the rules as
revised by the committee as a whole.)

o Making plans for the development of apro;

gram of work
(The teacher should Iead the discussjon to
identify possible goals of the commitie for
the first year.)

~

e Appointment of committees .

(The teacher will need to appoint an ad hoc

committee to prepare a slate of candidates for .

the officers positiqns, and an ad hoc commit-
tee to develop a proposed annual program of
work.)

ol \atificatiof of an area of cogeern to study

(The should be prepared to suggesta
topic for the committee to begin examining.
The teacher should have needed information
ready to present to the committee.) \

e Plans for the next meeting
(The teacher,should ensure that the membérs -

of the committee set a date, time, and place
for the next meeting. The teacher may wish to
remind the members that the election of of-
ficers, and the approval 6f the annual program
of work, and continuation gf the study of the
problem will be items on ¥he next meeting

meeting

o Election of permanent officers

(The ad hoc nominating committee will give
its report, and the members should take ap-
propriate action to elect offlcers)

e Planning the annual program of work

(The ad hoc committee for plann‘lng the an-
nual program of workwill give its report, and
the members will take appropriate action to
approve an dnnual program of work.)

Implementing the program of work

(The committee should‘then identify areas of
congern to be studied, and identify plans for
tackling the problems. The annual program of
work will serve as a guide.)

Continue study of area of concern identified
at previous meefing . v

(The teacher should be prepared to assistthe
committee to continue the stgdy of this prob-
lem area.)

Plans for the next meetlng

{The teacher should ensure that the members
get a time, date,and place for the next meet- *
ing. And, t‘t\e teacher should make arrange-
ments to have the permanent officers (if
elected) take over the leadership role at the
next meeting. The teacher may wish to remind
the committee that the agenda of the next
meeting will include the implementation of
the planned progrant of work, and the study of
the items selected by the committee.).

agenda.) -

,o\lAdjournment and refreshments -

-

- N M h

LEVEL OF PERFORMANCE Yourcomplete'a Self-Check should have covered the same major.points as
thes model responses. If yougillissed some points or have guestions about any additional points you |
made, review the material iff'the information sheet, Maintaining a Newly Organized or Reorganized
Occupational Advisory. Committee; pp. 6-13, or check with your resource person if necessary.

~
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You will be readingthe information sheet Maintaining an Existing Occupa- ‘L
tional Advnsory’Committee, pp. 21-25, :
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For mfoﬁ'natnon onplannmg thé annual prograrm of wk 'and Planning
ahd conglucting rneetlngs for-an exigting occupational advisory commlt-
‘tee, read the followmg\mformatlon sheet: ¥

N . : : t %

MAlNTAINlNG AN EXISTING

ogcuPATmNAL ADVISORY COMMITTEE. -~ .

A functlonmg advuso committee-will have g
planned turnover of memﬁershup, and a change in
officers on a periddic basis. New members and

_new officers must receive orientation to the role of,
and procedures followed by, the advisory commit-
tee: An advi- o
sory commit-
tee hand- 'y
book or
manual is
one effective ~
technique to . )
use inorient- ~
ing new
members .
and officers
to their role

* and function.
This hand-
book would
contain a
sta’temgnt of the school’s philosophy, the purpose
of the vocational program, and the advisory com-
mittee's charter, orgamzatlonal statement, operat-
ing rules, and list of members. ‘

In agdition, the handbook shoufd briefly de-
scribe the role and functions of the occupational
“advisory committee, the members, and the of-
ficers. The handbook will probably need to be re-
vised occasuonally as the committee matures and
experience is gained. While the content of. the
handbaok will largely be the work of the' commit:
tee, the teacher probably will need to assume re-
sponsibility£6r itg actual production.

Y

_Planning the Annual Program of Work
An-occupational advisory committee cannot ac-

complish in one year all the goals and agtl\(ltles ’

that may be identified. In addition, special issues
develop_each ‘year which may requite the attention
of the advisory committee. It is essential for an
advisory cammittee to identify its goals ajd de-
velop plans for accomplishing those goals over an
extended period of time.

Long-range planning covermg several years wnll ‘

help the advisory committee coordinate its yearly

S
.
B / -
1 .

) { .
actlvmes The majbr long;rarige goal should-be to

seek continued improvement of the occupational
education program. Such an effort requires a sys-
tématic and continuous pro@ran’f of assistance to
the scticol and an ongomg’evaluatlon of all major
program activities. Aspects of-the program which

. can be considered includer goals of the-occlipa-

tional educatlon program, course conteny, place-
ment for work experience, facilities and equip-

- ment, placement andfollow-up of graduates, stu-
’ dent vocational organizations, adult education,

finances, community- needs; and long-range pro-
gram plans. . 2

An effectwe occupational advnsOry committee
will Uevelop an annual program of work which
reflects the committee’s lorig-range plans. This

%lan of work for the year provides a guide for the
. allocation of the committeé's time and resources.

And, the annuat program of work provides a bench

* mark for the committee to use when evaluating the

year's accomplishments.

An annual plan of work will include selegtéd
components- of the long-range plan as well as
specialissues to be considered during the current
year. Notall special issueswill be known at the time
the annual plan 1s adopted. ‘Problems and con-
cerns identifigd during the year should be brought

to the atlention of the committee threugh items of

business pladéd on the _meeting agendas.

Occupational advisory committees can identify

¢ specific actlvmes in which they desire to partici-

pate every'years Examples of these recurring ac-
tivities include—, .

) plannmg an annual program of work

e participating in the dnnual parent-student
. banquetsponsored by the student vocational

rganization .
sisting with the. selec;non of outstanding -

students' ' .
o publicly recognizing outstanding students _.

e assisting with the placement of students for
* work expenen’ce

e assisting with Teld TNQ\
‘e assisting’the teacher with the aduit educatu‘)’n
" program* - i
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e reviewing trre equipment list
e submitting an annua) report to the board of

education (trustees)

oy‘é teacher plays a key role in helping the advi-
committee mepabirs plan their ann
e teacher shouid m

gram of work.

1 - N ' b g
committee chairpersqn and help draft an annual
program of work. The lgng-range plan, minutes of
committee meetings, and any annual reports of the
committe€’s activities can serve as useful guides
when drafting theﬂnual program of work. )

v

| pro-

with the " The advisory commiittee chalrperson can call a
meeting of the executlveﬁcommltfee forthe p

" pose of reviewing the draft pf the annual progam
of work. The proposed anrfual plan, approved by,
the executive committee, ¢an then be presented to
the advisory committee for adoption by the com-} *
mittee as'a whole at the first meeting of the com-
mittee’s fiscal year. The adopted program of ‘work
will become the guide for planning the agendas of
the mestings of the advisory committee durlngthe
current year.

An occupational advisory committee annual
program of work might include the items in
Sample4

’

Ers

SAMPLE 4
$
* ANNUAL PROGRAM OF;WORK '
B . ‘ ‘ ;. T ' c ) -
.Objectives . _Activities "o = ° Dates..
A. Maintain the ISR B Elect officers. . . Sept.- - -
advlsory commrttee .. 2. .Adopt an, annual program ‘ . ) :
: , s of work. - . e Sept. - .
. 3. . Submit an-annual program - / e
. - of work for the following
‘ ' ' year. - - > 7. June -
B Ensure the instructional , *“'Ln Review the courseof s
...~ progfam Is relevant* Toostudy.s "\ Oct~May . .
an 82 Establish acceptable - ’ ' - o
" - étdnidards for work ~ '
2 sperformed by students. 7"
. _3 - Review the equipment list. (O J
1. . Help identlfy wOrlvxperience st~ . -
-+, opportinities, * July-August - .
- 2. Assistwith fleld trip e g
R arrangements. * e Sept.—May
.* 3. Help place gradUateS'for SRR
. inifial employment. ~ ' May—June
4. Review applications«for student .
vocational organization awards March
;+5, Help plan adult educatrop -
_ . . f evenmg classes Sept, and .
January
. o . ' —
S ‘ o
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'Planning and Conducting Meetings

Meetings of an occupational advisory commrt-
tee can be cIassnfled as elther annuali, regular, or
special. TheZannual meeting is the first meeting of
the advisory committee each year, usually in Sep-
tember. This 1s when the advisory committee pre-
pares for the year's work: officers are elected, last
year's accomplishments are reviewed, a plan of
work for the current yearis adopted, and #e dates,
times, and places of the regular meetings are es-
taplished for the-remainder of the year.

The régular meetings are designed to carry out
the annual program of work. The number of regu-
lar meetings may vary according to need, butas a
general rule the advisory committee shouid con-
vene st least four times during.the year—once

" every threg,months. A properly prepared annual

program of work will ensure that a peed exists for
calling each regular meeting.

Special meetings of an advisory commuttee are
generally called wien an unanticipated need
arises, or when the members deem it necessary to
meet moge frequently than originally planned n
order to complete the program of work Special
meetings should be called only when a real need

/eXIStS

The “rules of operatlon or bylaws, adopted by

_the advisory committee should specify who is"re-

sponsibie for calling the advisory committee meet-
Ings. Usually the annual meeting and the regular
meetings are “called by the chairperson, but only
after consuitation with the other members of the
executive committee.

The ultimate responsibility for planning each
advisory committee meeting rests with the chair-
person The teacher, however, should confer with
the chairpérson in advance of the meeting to dis-
cuss a proposed agenda for the meeting Minutesy

f'preV|ous meetings and the annual program of
ork can be reviewed to identify items which

4

should be included In th'e%enda Special ar--
rangements shoujd be considered, such as invit-
ing resource persons to attend or arranging to
have background information for an item dupli-
cated for each member.

‘Oncethe  tentative agenda has been prepared by
the chalrperson the rules of operation will often

specify that the executive committee should re-

view and accept the proposed agenda In many
situations, .the executive committee may merer
authorize the chairperson to prepare an agenda. _

" An advisory committee will at some point need
to obtain information from résource people; the
commiftee members cannot be expected to know
everything A resource person may be able to give
the committee an insight into the strengths and
weaknesses of the work experience phase of the
pr ram A staff member from the employment

ity office can explainthe role of that agency
|n securing jobs for graduateg. Recent graduates
of the educational program are sources of valu-
able inputs regarding the strengths and weak-
nesses of the instructional program ' -

All advisory committee meetings should be con-
ducted in a businesslike manner Upon authoriza-
tion from the committee chairperson, the teagher
can mail notices of the meeting to the members
and guests. A no\rce may be given to the sthool
adminigtration for transmittal to the news media .
The first notice can be mailed abput four weeks
prior to the meeting date, along with a copy of the
proposed agefda and any materials which’ the
committee members should study in advance of

the meeting. \ .

it may be desrraﬁle to man a follow-up notice

‘approximately one week prior to the. meeting date

Some teachers find a phone call reminder to the
committee members on the day before the
schedyl meetrng to be véry effective. This re-
minder ndtice and/or phone call can help ensure
the largest possible attendance at the meetrr:g

The teacher should arrange for the meeting
facilities through administrative channels. (Seg
pp. 7-8 for a discussion of arrangements for
facilities, seating, file space, refreshments, et , for
advisory committee meetin s.) The committee
chairperson, not the teacher,is. responsrble for
actually conducting the advrsory committee meet-
ings. The ability of different chairpersons will vary
The executive committee has a duty td assist each
chairperson to ensure that the meetings are run

~ effectively. The chairperson wil| have had an op-

1 To gain skill in Using resource persons. you may wish o refer 10

Module C-20 Use Subject Matter Experts to Present Information

~
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* advisory committees tend to function more effec-

. 1 . . . N i
. N | . X .
« .
a' \ R
. - N

members, prior to the meeting. The chairperson
will feel mofe comfortable having had priot inputs
{ from these bers of the committee. . ¥

It is recommended that the recording secretary
for the committee be elected from among the citi-
zen members. In some situations, 1t may be appro-
priate for the teacher to serve gs the committee
secretary. Regardless of who selves as secretary,
the teacher is in a position to utilize the resources
of-the achool for typing, dupllcatlng, dlstrlbutlng
and filing materials for the tommittee. The citizén
members of the committee usually do not have

_ access to these kinds of services.

-

.Each mee'fmg of the ‘advisory commlttee should .
p 3 . fOllOW anapproved format of activitieg, This format ~
portunity to discuss the'agenda with can be feflectéd in the way in which theagenda is

it e teacher,
and possibly with other executivegoomn]ittee orggnized (sge SampJe’5)

o ¢ L ' . r

SAMPLE 5 e
AGENDA FORMAT’ [ R B

Rl ] ‘- . 4 , / : :
1. Call meetlngﬁto order (committee chairperson) ’ : . <
23 Také'roll of members arid guests present: - . S W ,
"8,”Read and’ accept minutes of previous meeting. , .t . . - -7
4v Review proposed agenda-and accept additions or6ther changes o, “

Conslder routine business matters such as announcements or reports e ) .

6 Consi‘der:-ttems-ot_buslness-mest-easily-dtsposedﬁ = e o - -
7 -Consider major items of buslness, such as special items and program of work actrvutles ‘ <
1 8‘ Plah for the next mesting. - . —_— ' .
- Ad]ourn meeting. - Lo Yo, ' .
10 ‘Sarve. refreshments, _ N s R ‘

’ [

. Yo ~ ] —_—
Occupatuo@wsow committee meetlngs are — ..
\) N

usually. conduct¥ in an informal, but controlled,
atmosphere. Discussion should be open and free,
but/parliamentary procedures should be followed
whenever official action is taken. The members of

tively when the chairperson is able to lead the
group in reaching consengus through business-
like dlscussmn \*

Strict adherence to parliamentary procedures
may make the citizen members feel uncomforta-
ble, and result in less than effective committee
mewtings. In some situations in which,committee
mem re not experienced in commlttee work,
the teacher rhay have to take the initiative in help-
ing the group formulate and reach decisions. This
should be done, of course, without pressure. or
“railroading” tactics.
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- Communication between the occupationat ad-

visory committee. school admfjnistration (superin-

tendent of schoois, prncipal, department chair- -

person, dean, director ofoccupatlonaleducatlon)
and the teacher should be continuing and two-.
way. The advisory commuttee should submita copy
of the minutes of each meeting to the board of
education (trustees) through proper administra-
tive channels The advisory committee may occa-
sionally desire to-prepare special communicatfons -
to the board, one such commupication mnght be
an annual report of activities and accomplish-

ments’of the advisory committee, 1f the comenittee '

decides to undertake this ,task

!

/rOphonal
\ Activity

.

" ~

- -
- N -

The advusorx commuttee should followthe chan- 7
nefs for communicatidn established By'the schoo!
system Generadlly, the advisory committee will
fransmut all communications’to the board of edu-
cation through the school adgunistration (e g . to,
the department ¢hairperson, to the principal, to
the superintendent, to the board af education)
Official communications should be signed by the
secretary and,or g¢hairperson of the, advisory
committée The mimutes of each advtsory commit-

tee rheeting should, of course, be signed by the .

commuttee secratary D 3 >

_ If you would like to review some of the’ way,s an occupatlonal advisory
committee can be of assistance to you as a vocational teacher, you may,
read the following supplementary anformation sheet .- . §

FUNCTIONS-OF AN ADVISORY COMMITTEE

The actnvrtues of most successful adwsou com-
mittees are centered around the functions of

-

A major focus of a community survey is on ques-
tions relating to the job market, especially in de-

occupational, cammumty susveys, course content\fermtnmg the  short- and long-term manpower

advisement, student placement. community pub-

lic relations, equipment and facilities, grogram_

staffing, program review, and community re-
sources Each of these eight functions and relgted
activities with which agvisory committees might

aid you s discussed under the approprate head -

Ing.

-

. Community Sur\reys

A solid rationale for why a school should offer
a particular program, and ‘what” should be In-
cluded in the program, 1s eseential for thesuccess-
fulinstitution of the program Advisory committees
can play a major role in the planning and analysis
of surveys which attemgt to define program needs
The actual survey 1s usually conducted by voca-

tional education personnel'with the support of the/ .

advisory commuttée

d

needs in relevant labor markets When discuss-
iy the community survey design, the committee
should first attempt te identify the major questions
to be answered These questions shoutd aid ing
making decisions for establishing, updating, ex-
panding, or dlscontlnuung the program Surveys

‘generally desugned to obtain the following
kun's of information. . r

number for a set number of years (usuifty five’

yed‘rs) ;o

‘¢ the occupatton(s) n greatest demand

° the]obs within an 000upat|on,for whrchir&n-
Ing 1s needed . : .

e the inferest of young’ people and aduIts in
training for selected otcupations |

o the need for supplemental training for people
already erhployed

e the number of grad uates from schobloccupa-
tional prpgrams who mght be accepted tor

" employment in a communrty .

e new areas in which tra|n|ng should be .de-
veloped

e recommendations on the vocational pro-
'grams to be expanded, discontitued, or es-
tablished S

When the advisory committee meets to review

-~

2() . 4 .

-

]




and . discuss the data from the survey, several

. topicsneed to bethoroughly discussed. First, what
general trends are noticeable in the data? Sec-
ondly, does the data provide accurate and ade-
quate information for making the necessary deci-
sions? Thirdly, how can the data be presented so
they are readily and factually interpretable? The
interpretation and summarization of survey results
aré important advisory committe activities.

’

Although pmjected occupational demand is a
major consideration for establishing new pro-
grams, it is not the only consideration. A commu-
nity survey usually contains additional factors,
such as student abilities, commt?hﬂy financial re-
sources, population trends,rand attitudes of par-

ents toward the proposed prggram, which may be, .

considered essential. The community survey fo-
tuses on questions addressed to students, par-
ents, andpusmesspeople Information,from these
sources complements manpower information,
+and provides comprehensive information. for all
parties served by the educational program.

A

Course Content Advisement

Providing advice on course contentis one of the
eight recognized functions of vocational advisory
committees. The primary concern of the advisory
committee in thi rea is the establishment of prac-
tices which will keep.instruction practical and
relevant. All phases of training should be reviewed
periodically in order to kee he program occupa-
tionally oriented and up to

4

The advusory committee can engage in |dent|fy
ing occupational competencies, developing goal
statements for the program, and reviewing the per-

" » formance objectives of the program. Each of these

activities centers around ensuring the technical
relevancy of instruction: The advisory committee
* can alsg offer advice concerning the relevance of
course content to students. For example, does the

c o * o .

’ g 09%s,

o 4 OAT’PLlCABlL.tT‘/
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course content provide the studént wlth an entry-
level job skifl? Does it provide an adequate basis
for further education?

In giving advlce concerning course dontent, the

26 : .

advisory committ_e;'may examine the broader
areas of—

e occupational information included in the
course

o employability skills such a§interviewing skills
- included in the course

¢ emphasis given to human relat|ons skills
e provisions for dlsadvantaged or handjcapped
‘students
o the relatlonshlp of course content to other
courses in the curriculum
the level of skill development
o the indiGsion of mformatlon
tion .
¢ the emphasis given to developing respect for
?toolsjequ|pment/facullt|es .
e evaluation of the students' experlence n the
. course

further educa-

~ -

The type of advice concerning course content
provided by the committee or requested by the
teacher should reflect the goals of the program. If
the program goals are designed to provide for the
total education of the student, the advisory com-
mittee can provide valuable input for developing a
prdgram to meet all the students’ needs.

-

Student Placement

In a society where “accountability” in.education
has become increasingly important, student
placement is frequently used as one measure of
thesuccess of the vocational program. Therearea
number of activities through which advisory com-
mittees can assist in placing students. These in-
clude—

e organizing e[nployer/studgnt conferences

o notifying teachers or the school placement
office of job openings ~

e reviewing student follow-up studies
e coordinating placement services with the

state employment service and vocational re-
habilitation service®

\ e employing co-op students and gfaduates

Community Public Relations

The public relations function of an advisory

. committee involves its assistance in keeping lines

of communications open between your program

and the community. The committee can help de-

velop cominunity awareness as well as stimulating

the interest of other individuals in vocational edu-
cation.

Some possibie methods of effectively utilizing
the advisory commlttee in public relations in-*
clude— .

2
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A\developing ?:ommunity awareness of the vo-
cational facility and its equipment through an
open house

e having members of the advisory committee
and vocational education personnel speak to
civic and service clubs in the community

e developing a format té" promote vocational
programs through the newspaper, radio, tele—
vision, and other media

° establlshmg an awards program foroutstand-
ing students

e providing input at board meetmgs

e planning participation in public funding ac-
tivities ~

e. providing feedback to special populations in
the local community such.as the disadvan-

. taged, handloapﬂed and minorities

Each of these is acritical activity which may have a

significant impact on the way in which individuals -

in the community evaluate the quality of the voca-
tional program.

Equipment and Facilities

A -continuing problem in vocational education
has been the obsolescencgrof equipment and
facilities. Through the Ieané:ship and the team

o

efforts of vogationatl pgréormel and advisory com-
mittee members, quility equipment and facnlltles

can usually be sécured.

One of the most important functions of an advi-
sory committee is its recommendations regarding
equipment and facilities needed to provide stu-
dents with the optimum learning environment. The
best possible solution néeds to ke found to fully
utilize the community and school resources.

The advisory committee can be involved with °

this important function through—
o réviewing present equipment and facnlmes

° sﬁrveylng equipment currently in use by in-

dus
e analyzing projected industriaLtr‘eers in re-
- gard to equipment utilization

5

only function of an a

e suggesting replacement of équipment
e advising on bidding procedures
e $eeking equipment donations

Program Staﬁifig

The administrative Junction of hiring qualified
instructional staff can be suppgrted in “several
areas by an effective advisory committee. Of
course, all final decisions as to thesrecruitment

policies, criteria for hiring, and thie final selection .

of an individual still rest with the recognized ad-
ministrative official.

The advisory committee can engage in the fol-
lowing types of program staffing activities.

o Review teacher selection criteria.—Items

such as the quality and quantity of experi-

ence, educational requirements, teaching
certification(s), references, and the com-
pliance of criteria with recruitment or hiring
practices are appropriate.

o Suggest recruitment policy.—Considera-
tions might involve compliance with local
contract, the availability of placement agen-
cies, the services of placement agencies, and
ethics relating to recruitment policies.

o Recommend number and level of staff.—
This would be an especially important func-
tion for an advisory committee working with a
new program or new vocational school.

o Review teaching applicants and recommend
potential candidates.—The advisory commit-

. tee should only be involved in this function to
the degree requested by the administration.

Program Review SN N

" Program review is a critical function of an advi-
sory committee. It is not the responsibility of an
advisory committee to handle the complete evalu-
ation of an educational program, but the commit-
tee's review can be a valuable aid in your program

evaluations. Sometimes program review is the
isonpncommittee. However,

most pesple view it as an umbrella function which
takes in several other committee functions such as
course content advisement and public relations.

Specific program review activities may in-
clude— . .
e evaluating student performance .
e comparing program acdompllshments with
program objectlves
e .making periodic reports to the admmlstratlon
or school board

. 2 . .
o formulating recommendations for program
improvement

-
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- Befo&\he committee undertakes a program re-  Community Resources
" view, it should be told how the program review :

effort relates to other program evaluation efforts.?
Secondly, the committee needs to review all gur-
. rent arid\past documents relating to program
evaluatior,-especially previously written logal re-
- ports. THirdly, programgoals must be exactlyiden- |
tified if they are net already written down in an  '"9 ,
acceptable form. Fourthly, a datg-collection in- : . . .

. Most advisory committees attempt to identify
community resources and to make them available
in support of the vocational program. The advisory
committee itself should be considered a commu-
rce because of its assistance in provid-

There are several functions advisory committees , .

typically undertake in this area. Examples of these
functions include the followmg activities.

¢ Provide input for field trips.—Field trips can
be arranged through advisory committee con-
tacts for'both students and educators. Open
discussion of the purpose of field trips |Ilus-
trates how students, teaghers, and business”
all can beneflt in some way.

¢ Recommend potential co-op or work experi- -
ence stations.—Depending on the purposes
of the program, work experience may be ar-
ranged for a day, a week, or a semester. Many
industries will sponsor work experience pro-

sttument which focuses on the specific questions ——~ grams for teachers.

being addressed may need to be developed This
may not be necessary if the data foransweringthe
questions is already available in a report or can be
obtained by mtervnewmg selected people. /

From this point, the committee may go througha
series of sub-processes such as drafting a tenta-
tive report, reviewing the report, formulatinga final
report, and approving the final report. The wnting
of specific sections may be handied by a subcom-
mittee of several members, with the rewrite and
editing being handled ‘by one person.’ The firal
draft is usually approved and signed by the com-
mittee chairperson and members. The final step

- involves presenting it to the official policy or
decision-making body or person to whom'itis ad- -

dressed. The Chairperson or members of the
committee should be'available to present and/or

discuss the content to the groups reviewing the .

paper. . ‘ “

~

» ‘

2 To gain skill in program evaluation. you may wish to refer to Module
A-11, Evaiuate Your Vocational Program

S -1 §
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o Identify personnel from business or indus-
try—The committee can identify persons
who can provide in-school instruction and
counseling on a variety of subjects and cur-
rent practices. These activities have proven to
be highly beneficial to students in group ses-
sions or individual sessions.

o Assist in obtaining ‘instructional maferi-
als.—The committee can help identify and
obtain materials used in industry and com-
pany training programs. Often teachers are
invited to industrial training’ programs ‘or
seminars through advisory committee meet-,
ings.




You may wish to arrange through your resource person to meet with a

/ teacher, a school adqunlstrator, or an advisory committee chairperson .
I : experienced in mamtammg an occupational advisory committee to dis-
Op: cuss the problems involved in, and the procedures for, maintaining an
\ Actvity exnstlng occupational a\:lvnsory committee. At this meeting, you could
examine and discuss an advisory committee handbook or manual (if one
. " exists), copies of an annual program of work, and the minutes of one or

“more of the meetings: of an advisory committee.

- .

I ) . You may wishto arraier through your resource person to attend dq annual
Optional . and/or regular and/or special meeting of an existing occupational advisory
Feo " Activity comnittee to observe the procedures followed and' theteacher's role inthe

-

~ ‘ .meetings. oo - .

You may wish to meet with your resource person and/or peers to further
discuss the information in the reading(s). At this meeting, you could—

, ™ e share experlences any members of the group have had in working
. I N\ with advisofy committees .
Optional e discuss further the specific assistance an advnsory committee in your- ’
Activity . service area or occupational specialty could give you . ' ‘.
\ e generate a listof resource persons wh@ might be helpful to the advi-
\' sory committee in performing its functions

e further define the teacher’s responsibility in malntalnlng an advisory.
commlttee once |t is operational

- ’ -

The following essay items check yourccomprehensicr of the materialin the
information sheet, Maintaining an Existing Qccupatignal Advisory Com-
mittee, pp. 21-25. After reading the background infor?patlon provided in
partl, respond to theifemsin partll. Each of the three items requires ashort
essay-type tesponse. Please explain fully, but brief[y.

Self-Check °-

I. Background Information:

You have been at Grant ngh School for three years, and the occupational advisory ‘committee has
matured to a level where it is functioning effectively. For the past two years you have been helping the”
- advisory committee accomplish its goals. A new chalrperson has just been elected by the advisory
committee—Terry Turner. Terry has asked yoti.to review the role of the chairperson regarding the annual )
. program of work, meeting agendas, and annual report. '. . T

‘

Kl ) . - - 4
i Essay Items: ¥

1. Terry asks you, “Why does the advisory committee need along-range and annual program of work" "
. What would you say? .. -

-

3
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» 2. Terry want$ to know how the agendas for each meeting are p|anned¢|ow would you respond to this
g question?
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3. Finally, Terry asks ~How do recommendations of the advisory committee come to the attention of the
: admumstraﬂon and board of education?”
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Compare your written responses on part Il of the Self-Check with the Model

Feedback

points.

Answers given below. Your responses need not exactly duplicate the
model sesponses; however, you shauld have covered the same major

-~

MODEL ANSWERS
1. You should explain that the advisory committee
needs to know where it wants to go and how to
get there. The committee needs a long-range*
program of work which will help the committee
focus uponits task. The long-range programof
work provides the basis forp!annmg theannual
program of work. This annual program of work
will help the committee identify what it wants to
do during the year. By plamning, the committee
can be assured that it will have adequate time
and resources to accompllsh these goals. -

2 Terry will probably be glad to_know that you will__
help prepare the meeting agenda "You and
Terry will meet several weeks prior to the actual
meeting. Theannual program of work and min-
utes of previous meetings will help you identify
items for the agenda. Usually, )he’executlve

\'

!

committeé will suggest that the chairperson
approve the agenda, and that copies be distri-
buted to the members in advance of the com-
mlttee meetmg

3. There are offumal school channels through

which -the advisory committee communicates
its recommendations td the administration and
board of education. Gopies of the: minutes of

. each meeting‘(signed by the advisory commit-

tee, secretary, and/or chairperson)are normalily
submitted to the school administration and
then transmitted through channels to the board
of education. Other communications, such as
an annual report of the activities and recom-
mendations of the committee, may also be pre-
pared and submitted.

LY

LEVEL OF PERFORMANCE: Your completed Self- Check should have covered the same major pomts as
the model responses. If you mlssed some points or have questions about any additional points you
made, review the material in  the informatign-sheet, Maintaining an Existing Occupational Advisory
Committee, pp. 21-25, or check with your resource person if n&cessary. *
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oo The foliowing Case Study descrlbes how one vocatlonal teacher we>0t

Actavng, ) Z:Ut planning for and condutting the second meeting of a newly or-
v 9

‘\ : S

ized occypational advusory committee. Read the situation described,

and critique in writing the way.in which Mr. Rush prepared fqr and carried
a,hou.t -his respo’nsnbllltles for this second meeting. Noté the strengths and
weaknesses in his preparatuon and in his4fork with committee mem ers

-— 4
>

CASESTUDY |

Response td the formation of an advisory com-

+¢ mittee for Madden Rush’s vocational program was

enthusiastic. Mr. Rush was pleased that all the
members who had been invite serve on the
advisory committee had accepted jnvitation

_and had‘attent&ed the first meeting.

It was now three weeks later, the day before the
second meeting. Letters and an agenda had gone
out to advisory committee members the previous

- week; and Mr. Rush had reminded members of the

advisory meeting with a telephone call the night
before. Ali members had agaip indicated they
would be able to attend tHe Thursday meeting. The
meeting was scheduled for 4.00 in the conference
room of the Clearview Valley Administration build-

“ing.

The ad hoc committee assigned o form operat-
ing rules, or bylaws, for the advigory committee
had been unabie to meet the previpus week as two
of the three members could not come, Therefote,
the meeting was rescheduled for 3:30 on the day of
the agvisow committee meeting.

Wr. Rush had furnished the members of the ad- -

visory committee with a sample set of bylaws. He
felt confident that the sample bylaws would be
adopted simply as a matter of course and that this
task could be easily accomplished in the 30 min-
utes before the scheduled mieeting.

‘Mr. Rush’s last class ended at 3:15, so this al-
lowed time to reach.the Clearview Valley Adminis-
tration Buuldlng which was only five minutes driv-
ing time away. Mr.Rugh left promptly at 3:20 with
the slide/tape presentation on his vocational pro-
gram, but traffic was heavy and he didn't get to the
Administration Building unti}/f:(ﬁ.'

The ad hoc members of the rules committee had
already arrived and evidently had been discussing
a section of the bylaw$ which indicated the teacher
would be an ex officio member of the advisory

_ committee. There had evidently been some heated

iscussion between Mr. Al Wright and Ms. Susan

hilie on the bylaws. The other members of.the
committee began arfiving about 345, and, after
greetlng the ad hoc committee members, they
in an 1nforma| dlSCUSSIOI‘\ of the bylaws.

their regular meetlng As chairman, hg
reviewed the first meeting and explained
that the ad. hoc rules committee had met just be-
fore the ryeetlng He then suggested the commit-
tee chairperson, Mr. Wright, read the proposed
bylaws with the changes agreed upon by. the
committee members. Mr. Wright read the bylaws in
a monotone. The other members looked very
bored, butsome discussiondid follow the reading.

Mr. Rush then appo}mted an adhoc committéeto
prepare ,a slate of candidates for the advisory
committee. After Mr. Rush explgjned the rationale
for an advisory committee program of work, he

" suggested some areas in which the committee
could assist. Discussion on the proposed content
of the program of work followed. :

Some members felt a ca unlty needs as-
sessment was of primary importance, while others
“felt an in-deptH evaluation of course content was
more-impeftant. Another mémber suggested that
they might be perferming a gréater service by as-
sisting™ the teacher Yo studet placement. An ‘ad
hoc committee was appoinfed to bring a proposed .,
program\of work before the group at the next meet--

ing.

Notihg that it was 5:30, "Mr. Rush suggested-they
become more familiar with the vocational program
by viewing the slide/tape  presentation and visiting
the laboratQry. The sIude/tape presentation lasted
20 minutes, and there were some questions onthe
presentation. At 6:00 themembers left the Admin-
istration Building to view the vocational labora-
tories in the Clearview High School. The meetlng
broke up about 6: 30
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Compare your completed writfen critique of the Case Studywith the Model-
Critique given below. Your response need not exactl dupli‘cate the model
response; however, you should have covered the same major points. -

r <

-~

» , o # 4,

-

. - MODEL CRITIQUE '

Mr. Rush™did an effective job of notifying his
advisory committee members by lettgr and with a
follaw-up telephone call. He included an agenda
for the meeting, which was helpful. However in-

shortenedithe meeting so their time together.could
| have been more productive. Rescheduling the ad
—~hoc rules committee meeting on a day before the
- ~—~regular meéting would have made this possible

It would have been better ifMr. Rush had arrived
before his committee members. In this way, he
could have had the room setup with penciis,fads,
,and other necesgsary materials. He'would have also
been able to greet each of his committee mem-
— bers. .

- with anew adWSory committee However, it ight
have been more effective to give the committee
members this orientation to the program and the
Iabor‘ptory before they discussed the program of
work. . }

—_ . &

scribing his program was a good choice{t% use
i
b

3

cluding a copy of the proposed bylaws would have

. v
“His selection of a slide/tape présentation de-

m

:Setting up an ad hoc committee to select candi--
dates for advisory committee officers was a logical
choice for the second meeting. Setting up a com-
mittee to formulate_a program of work was also
good, although he may need to serve as aresource
person to this group.

This meeting, unfortunately, lasted for two and
one-half hours fgr most members, and three hours
for the ad hoc cémmittee. It 1s suggested thatthese *
meetings be no longer than one and one-half
hours. He may have been able to save time by
scheduling the meeting in his classroom or in the
same building as his laboratory. Time would also
have been saved if the ad hoc committee had
met earlier and their recomm jons been sent -
to the respectjve -committ
punctually at 4:00 weuld/alsé have saved time.
Keeping advisory commatftee members into a meal
hour without providing a mieal should be avoided.

‘Sefting aregular date for future meetings should
havg been done at this meeting if this was not
accomplished at the first meeting. It would have

. »been-wise to remind committee members of the

next meeting date before the meeting broke up.

- % .
LEVEL OF PERFORMANCE: Your compieted critique should have covered the same major goints as the
model response. If you missed some points or have questions about any additional points you made,
review the material in the information sheet, Maintaining a Newly Organized or Re¢rganized Occupa- -
tional AdvisQry Committee, pp. 6-13, or‘dpeck with your resource person if necessary. - -
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" Learning Experience IV™

S " FINAL EXPERIENCE -

. .
+ 3 . .
PR 1) v

L ) L ~ - - '+ B .
" %yhile working in an actual school situation,” maintain an occupatiohal \
ddvisory committee. 4 . . . . )

Termunal 4
Objective

+

ae

i . : < . .

R S While working with either a newly orgaﬁzed (or reorganized) or existing/
- o / occupational advisory committée, assist membeys in maintaining the -~ ‘ s
N T smooth and effective operation of the cdmmiftee. This will include—
2 g —_— . & orienting new members to their. role.and function - J |
Lo o assisting the commitfee in planning and carrying out the annual
Activity program of work ) R
- +» planning and conducting the initial meetings of the committee, and/or ' .

assisting in the arrangements and planning for regular and special v

meetings ‘ ’ ' ) ’
¢ ensuring continuing communication between the committee and the

school administration Y

NOTE: Dueto the nature of this experience, you will need to have access
. .ot to an actual school situation over an extended period of time.
/. . . . ° b toe ‘ 20
) As you complete each of the above activities, dbcument your acons {in 3
writing, on tape, through a log) for assessment purposes. , R

7
v

~

Skill in plafning and conducting the initial meetings of-a-newly organized .
- (or reorgdnized) advisory cormmittee is an important aspect of maintaining
the committee. Howéver, it is®écognized that it may not be possible for you
to perform this function (e.g./if these meetings have already been held by
the previous teacher, ang4ou are working with a functioning committee).
In this case, the items o1f the TPAF relative to the initial meetings will notbe
applicable to your-situgtion. - . .

Arrange in advance tojhave your resource person review your documenta-
tion and, if poséibl sprve at least one instance in which you are working
with the commiittee (810., serving as temporary chairperson for an initial
meeting). _ . ' g N - .
Feedback Your total competency\v?mbe assesséd by your resource person, using the -

‘ Teacher Performance Assessment Form, pp. 39-40. ’
Based upon the criteria specified in this assessment instrument; your
resource pedson will‘detern]ine whether you are competent in maintaining
an occupational advisory tommittee. .

l ‘ S
. e ’

*For’a definition of “actual school situation, * see the inside back cover : B
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TEACHER PERFORMANCE ASSESSMENT FORM

Manntarn an Occupational Advrsory Committee (A-5) \ . ) o ' .

- Name ¢ g
Directions: Inducate thelevel of the teachers accomplishment by placing ) o
an Xinthe appropriate box under the LEVEL OF PERFORMANCE heading. .Dbse ’ .
If, hecause.of special circumstances, a perforn‘ian’ce component was not - : .
app icable, or |mpossrb}e to execute place an X In the N/A box. Resource Person ’
. ( > ) . , 4 N . .
/ T 1 o ( )
L, A ' LEVEL OF PERFORMANCE
‘ ’ ¥ \
o
)
o @ b a 2 s Q N - “ > Q}\
. < S Qo N o 9
. T S E S E
fn plannr::}é and conducting the initial meetings of the advi- - ) - MR .
sory comimittee, the teacher: ‘ L - -
1. planned the agendas for the |n|t|al meetlngs/’7 ..... . D D D D D E
.. ‘ o . ® : 1
+ 2. mailed invitations, agendas, and necessary materials in . e . ) -
advance of the meetings to members, ex officio mem- ™ -f
bers,and guests ............ ..o e D D D [:] D ;
- **\ . P

. .

3. provided necessary materials (paper, pencils, agendas, ' o
list of members, file-folders, file space, etc)to members -
at meetrngs .................................... g D D D

son for the m;&kjmee/g/ D D

»

served as temporary charr

[m]uin

I3

\
|ntroduc\d~me\ bers to eac

provnded opportunnty for rmal socral exchanges ...

guidéd the committee m\de,gelopnng and adoptrng a set
of operating rules ....... T s D . D D D pa.D

?NP’S"‘

9. guided the committee In eIectlng a chalrperson‘ and :
other offlcers specmed in the operating rules .. .... s D ‘ D D D D E]

10. provided background information on vocatlonal pro- T
gram objectives and actrvmes At D D D D/ D E]

11. "assisted the committee in |dent|fy|ng ma;or concerns g p
need|ng attentron of the commiittee ............... .. D D [:l Qf"@ D

12 2?5&5(;:3’? the committee in planning the annual program D D D D D D

13. gradually transferred leadership from hrmself/herself to { : 2 ’
the comnaittee . .- D D D D""E] E] -




.

After the advisory committee was operational, the teacher:
o commites in planning e 0 ooo oo
" and Special to ﬁ"ge;fé’n”tﬁifigiﬁﬁih e g goo D U
16. arranged to have school facilities (room file space, re:
for comitise meatings - TR, 0 oon =) O
".\17. mz:lr:agerr:)ltr:c:g (agendfafh and r;ecessary materials_to D D D D D D
vggce of the meetings ................
18. acted as a consultant to committee membérs ......... D D D D D D :

19. maintained close communication betweerﬁmlt- D D D D Ij D

tee and the school administration .......0...........

v

20. assisted members in producing a handbook to orient . -
new members and officers to their role and funct|ons . .
(optional) ..o ... D D D D D D
\\/ ) - . 4
21. provided members With information about vocational

program activities and accomphshments to aid them in
* carrying out their activities .z........................ D D D D D D
22, assigted the committee in prebaring minutes of their * ‘ .
+ meetings and other reports, as appropriate ........... D D D D El D

LEVEL OF PE MANCE: All |tems must receive N/A GOOD, orEXCELLENT responses. ay item
receives a NONE, POOR, or FAIR response, the teacher and resource person should meet to dete ine
what additional activities the teacher needs to complete in order to reach competency m the wegk
area(s).
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ABOUT USING, THE CENTER S PBTE

MODULES

7

Organization

Each module is designed to help you gain competency

in a particular skill area considered 1mponant to teach-
_ing success. Amodule is made up ofa series of learning

experiences, some providing background information,

some provndlng practice experiences, and others com-
.bining these twQ functions. Completing these experi-

ences should enable you to achieve the terminal objec-

tive in the final learning experierice. The finalexperience
, in each module always requires you to demonstrate the

skill in an actual school situation when you are an intern,

a student teacher, or an inservice teacher.

Procedures .
Modules are designed to allow you to individualize your
teachereducation program. You need to take only those
modules coyvering skills which you do not already pos-
sess. Similarly, you need not complete any learning ex-
perience within a module If you already have the skill
needed to complete it. Therefore, before taking any
module, youshould carefully review (1) the Introduction,
(2) the Objectives listed on p. 4, (3) the Overviews pre-
ceding each learning experience, and (4) the Final Ex-
perience. After comparing your present needs and com-
petencies with the information you have read in these
sections, youshould be ready to make one of the follow-
ing decisions:
o that you do not have the competencies indicated,
and should complete the entire module
e that you are competent in one or more of the en-
abling objectives leading to the final learning ex-
perience, and<thus can omit that (those) learning
. experience(s)
that you are already competent in this area, and
ready to complete the final learning experience in
order to “test out”
e that the module is mappropna{e 1o your needs at
*  this time -
When you are ready to take the final learning experience
and have access to an actual school situation, make the
necessary arrangements with your resource person. If
you do not complete the final experience successfully,
meet with your resource person and arrange (1) to re-
peat the experience, or (2) complete (or review) previous
sections of the module or other related activities
suggested by your resource person before attempting to
repeat the final experience.
Options forr 96ychng are also available in each of the
learning experiences preceding the final expenence
Any time you do not meet the-minimum level of perfor-
mance required to meet an objective, you and your re-
sourge person may meet to select activities to help you
reach competency. This could involva (1) completing
parts of the module previously skipped; (2) repeating
. activities; (3) reading supplementary resources or com-
pleting additional activities suggested by the resource
person; (4) designing your own learning experience; or
(5) completing some other activity suggested by you or
your resource person. .

-~

Aruitoxt provided by Eic:

Terminology

Actual School Situation ... refers to a situation in
which you are actually working with, and responsible
for, secondary or post-secondary vocational students In
a real school. An intern, a student teacher, or an in-
service teacher would be functioningin an actual school
situation. If you do not have access to an actual school
situation when you are taking the module, you can com-
pléte the module upto the final learning experience You
would then do the final learning experience later; i.e,,
when you have access to an actual school Situation.
Alternate Activity or Feedback . . . refers to an item or
feedback device which may substitute for required
items which, due to special circumstances, you are un-
able to complete.

Occupational Specialty . .. refers to a specific area of
preparation within a vocational service area (e.g.. the
service area Trade and Industnial Education inciudes
eccupational specialties such as automobile me-
chanics, welding, and electricity)

Optional Activity or Feedback ... refers to an item
which is not required, but which is designed to supple-
ment and enrich the required itemsin a learning experi-
ence.

Resource Person . . . refers to the person in charge of
your educational program, the professor, instructor,
administrator, supervisor, or cooperating/supervising/
classroom teacher who is guiding you in taking this
module.

Student . . . refers to the person who is enrolled and
receiving instruction 1n a secondary or post-secondary
educational institution. R

Vocational Service Area . . . refersto a major vocational
field. agricultural education, business and office educa-
tion, distributive education, healthoccupations.educa-
tion, horhe economics education, industnal arts edu-

.cation, technical education, or trade and industrial edu-

cation
You or the Teacher. .

. refers to the person who is taks,
ing the module.

e

Levels of Performance for Final Assessment

N/A. .. The criterion was ndf met becaugé iwas not

applicable to the situation. ' '

None . .. No attempt whs made to meet the critgyion,

although it was relevant.

Poor . . . The teacher is ynable to pemrm this skill or

has only very limited ability to perform i

Fair ... . The teachey Is unable to perform this skill in an

acceptable manner, but has some abllity to perform it.

Gﬁo . The teacher is able to perform this skill in an
ctive manner.

Excellent. ..

The teacher is able to perform this skillin a
very effective manner. :
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| Titles of The Centers | .
. . | Performance-Based Teacher Education Modules
c.boory A: Program Punulng. Development, and Evaluation E-5 Provide for Student Safety
\ - for aCom S E-6  Provide for the First Aid Needs of Students
:_; Er:mt g'c(,mm"l‘,':,‘,‘t‘;‘ gyurv:;vey E-7  Assist Students in Developing Self-Discipline ‘e
A-3 . Report the Findings of a Co.mrpyn!ty Survey E—a argamze the Vocational Labt())oratory
A-4 Organize an Occupational Advisory Committee - E-9  Manage the Vocational Laboratory
\ . A=5  Maintain an Occupational Advisory Committee _ Category F: Guidance
::g m’g&mrﬂ G?:)': ;n:ngt;é?:twes . F-1  Gather Student Data Using Formal Data-Collection Techniques
A-8 Developa COursep:f Stud ; F-2  Gather Student Data Through Personal Contacts
A-9 Mb" Long-Range Pr yram Plans * F-3  Use Conferences to Help Meet Student Needs
A-10 . ndug’ a Stgt;de ntg:olloov? -Up Study . F-~4  Provide Information on Educational and Career Opportunmes
At jluate Your Vocationa! Program X F-5  AssistStudentsin App:‘y':;g for Employment orFurther Educitlon
: Category G: School-Community Relations
Category B: Instructional Planning
B-1  Determing Needs and Interests of Sfudents ‘ G-1 D%v:)lgfa ?n School-Gommunity Relations Plan for Your Vocational
-, &g m:gp ?ﬂﬂg"&ﬁ:’:&"ggg“ Objectives , G-2 Give Presentations to Promote Your Vocational Program
B Develop a Lesson Plani n G-3 Develop Brochures to Promote Your Vocational Program -
B-5 Select gtudent Instructional Matenals G-4 Prepare Displays to Promote Your Vocational Program
. B8-6 Prepare Teacher-Made Instructional Materials v 6-5 Pr;p:grfarr::ws Releasesand Amcles Conceming Your Vocational
Csitegory C: Instructional Execution : G-6 Arrange for Television and Radio, Presentations Concernmg Your
C-~1  Direct Field Trips : Vocational Program
C-2  Conduct Group Discussions, Panel Discussions> and g %‘;"r:l"”"i‘t :’;ﬁgg‘f’b’;r’;iﬁ"m’/ Community
Symposiums 2 .
’ Brainst , Buzz Group, and Question Box G-3  Work with State and Local Educators
c-3 Er{-‘:é%‘:“q:,;s orming. Buzz Group on G-10 Obtain Feedback about Your Vocatnonal’Program ’
C-4  Direct Students in Instructing Other Students . Category H: Student Vocatibnal Organization ¢
C-5 Employ Simulation Techniques H-1  Develop a Personal Philosophy Concerning Student Vocational
&g Guide g:udent f;tg)y £ , Organizations
Qirect Student Laboratory Experience H-2 _‘Establish a Student Vocational Or )
i ganization
C-8  Direct Students In Applying Problem-Solving Techniques H-3 ~ Prepare’Student Vocational Orgamzatxon Members for” «
C-9 Employ the Project Method ®, Leadership Roles -
g}? Isntrodt;cdoza aLeLesso&m n H-4  Assist Student Vocational Organization Members in Developing
N C-12 Employ Oral Questionin Techmques - and Financing a Yearly Program of Activities .
&3 Emgloy Renforoament Bt H-5  Supervise Activities of the Student Vocational Organyzation
C-14 Provide Instruction for Slower and More Capable Learners H-6  Guide Participation in Student Vocational Organization Contests
C-15 g«;esent anHlustrated Talk Catogory I: Professional Role and Development
C-16 monstrate a Manipulative Skill i-1.  Keep Up-to-Date Professionally ?
C-17 Demonstrate a Concept or Principle ’ -2 Serve Your Teaching Profession
C-18 Indeualize Instruction . I-3  Deyelop an Active Personal Philosophy of Education. -
C-19 Ug ploy the Team Teaching Approach ’ I~ Serve the School and Community :
Cc-20 Subject Matter Experts to Present Information ‘ I-5  Obtain & Suitable Teaching Position .
C-21  Prepare Bulletin Boards and Exhibits -8  Provide Laboratory Experiences for Prospective Teachers
C-22 Prasent Information with Models, Real Objects, and Flannei I-7  Plan the Student Teaching Experience
Boards -8  Supervise Student Teachers ’
C-23 Present Information with Overhead and Opaque Materials .
C-24 Present Information with Filmstrips and Slides Catsgory J: Coordination of Cooperative Education
. C-25 Present InfOrmation with Films ~ - : ! J-1*  Establish Guidelines for Your Cooperative Vocational Program
C-28 Present Mformation with Audio Recordings J-2  Mahaga the Attendance, Transfers, and Terminations of Co-Op
C-27 Present Information with Televised and Videotaped Matenals . Students
C-28 Employ ‘Programnied Instruction J-3  Enroll Students in Your Co-Op Prog ¢
C-28 Present Information with the Chalkboard and Flip Chart J-4  Secure Training Stations for Your Co-Op Program
Category D: instructional Evaluation . J-5  Place Co-Op Students on the Job
. 0: IE c J-6 lop the Training Ability of On-the-Job Instructors
D-1  Establish Student Performance Criteria J-7 @ rdinate On-the-Job Instruction
D-2  Assess Student Performance: Knowledge "J-8 aluate Co-Op Students' On-the~Job Performance
B‘j A"“‘: éf:;}"::: g:gfnf:“::g: g:(‘llltlgdes J-9  Prepare for Students’ Related Instructjon
D-5 Mn;.:'\é Student Grades . o . , J-10 Supervise an Employer-Employee Appreciation Event .
D-¢ Evaiuate Your.Instructional Effectiveness ) RELATED PUBLICATIONS X
Category E: instructional Management St;ﬁ::rti a?sume to Using Performance-Based Teacher Education
E-1  Project Instructional Resource Needs .
E-g Manage Youlr Budgeting and Rep%mnginesrgns;lblgles RmEdl:gonr"es:tne r?alilsde to Using Performance-Based Teacher .
~3  Amrange for Improvement of Your Vocational Facilit t
E-4 Maintalo a Filing System Guidetotholmplementatlon o Perfonﬁance—Based T?acher Educi:tlon
. ’ L1 h *
.
For Information regardlnq avallablllty and prices of these matorllls contact—
AAVIM —
. Amerlcan Association for Vocational Instructltfnal Materials s
120 Engineering Center e Athens, Georgla 30602 e (404) 542-2586 Yy



